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Accomplishments Fiscal Year 1960:

1. Completed 1495 forms analysis projects. Some principal results were (a) major improvements in
the Agency dispatch form and procedures will reduce annual material costs by $6,000. Over a quarter
million of signing and authenticating signatures will be eliminated each year (b) prompted the
purging of T9 bootleg forms from supply operatjons and (c)mrged supply channels of over age stencils

)

thereby saving at least 1500 man hours of,:%féﬁa’ration time.

2. Received 16,866 cubic feet of inactive records at the Records Center. Total holdings at end
of fiscal year amounted to 58,391 cubic feet (equivalent to over TOOO safes), & net increase of
10,746 cubic feet over last year.

3. Assisted IJ.D/‘P in developing a vital records program which resulted in estabéiﬁgment of 17
vital records schedules, & review of all vital records and the eliminstion of 3t 30% of those
in the repository.

4. Andited records programs in two offices and prepared revised schedules which covered 8,891
cubic feet of records. Assisted Records Officers with development of three new records control
schedules. Developed records schedules for three Headquarters components and one overseas station.

5. Conducted Agency-wide prograns to promote greater records disposition effort, which brought

about "do something" directives in all major operating offices, and a reduction of 8.4% in DD/I
records holdings.

6. Installed 30 filing systems. This was almost a 300% increase over the last fisecal year. The
training of 311 persons through seven filing workshops contributed substantially to the increase.

T. Held costs of safe-type filing equipment for Headquarters to sero for second straight year.

8. Convered two file installatioms to shelf-file system which increased filing capacity T75% and
released $3,966 worth of safe cabinets. @

9. Precluded the purchase of $5"{,336w<§rf Herring-Hall-Marvin safes for use overseas by exchanging
134 of them for safes which can be used at Headquarters.

Sumary

The 01 costs of the Records Management Staff were $243,6L4. The tangible benefits were $890,202,
resulting in savings to the Agency of $646,558. _
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Objectives Fiscal Year 1961 and 1962

l. Continue intensified records disposition activities to reduce records holdings before move
to new building.

2. Promote greater interest, achivity and participation in the emtire records management program

by presenting nine Records Management Workshops to Area Records Officers and other appropriate
officials.

3. Develop graphics aids and general publicity media to publicize the Program through Support
Bulletin articles and Agency exhibits.

4. Extend the use of shelf filing principles and technigues to appropriate Headquarters offices
and to all the Contact Divigion Field Offices.

,Wt ™
5. Contimue Comprehensive Records Management surveys and audits.
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2. Beceived 16,866 cubic feet of ivastive records ai the Records Camter. Totel holdings at end
of fiscal year amousted to 58,39 cublec feet (eguivalent to over 7000 safes), & net increuse of
10,756 cubic feet over last year.

3. Assisted DD/P in developing a vitel records progrsm which resulted in esteblishaent of 17T
vital records sehwdules, & review of &1l vitel records and the elimtnation of about 30% of those
in the repository.

k. Audited records programe in two vffices and prejured revised schedules which coversd 8,951
oubie feet of records. mmma&mwmmm
schofulies. Develoged redords schedules for three Hsodgusrbebs oom mits and ong oversess station.

5, mmmmwmwmwmmmmmm, shich broaghy
M“écumhmg‘ directives in all mjor operating offices, and & reducticn of 8.4% in W/I

6. Installed 30 filing systems. This wes slwost & 3008 increase over the last fiscal year. The
treining of 311 persons through seven filing worlshops contydbuted substantiadly to the increess.

T, Beld conts of safe-type £lling eguipwment for Seadguirters %0 sero for secord straight yesr.

8. Converted two file instelistions to shelf-file system whlch incressed filing expscity T5% and
m%:%mwmm

9, Frecinded the purchase of 57,336 worth of Berving-Hall-Nervin safes for use oversess by
exchanging 13k of them for sefes wiileh ban be used at Hesdguarters.

The 0L costs of the Records Managssent Steff were $ek3,6hh. The tangible benefits were §950,202,
resulting in ssvings to the Agency of $6u6,558. '
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